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i‘rim’:ig@ acm;glismmm of Lia Deeosds sanhgeent Stafl for Fiscal Year 1961

palaries of Stalf; %‘3&3;3&3’? Tangitle 4ellor bouefite froo SAeeoris Mudgesent Frojectal 41,000, B
The scocuplisioents listed below wore selepted as reprosepiative s0d are by no csaus s8ll isnclusive.

1. Presented four Shelf Filing Werkehops to 137 Asency ssplogyess to acgmeint then with advenieges of
ping this type of egupeat to sove gpace, filing tine and oge mﬁh coats. Teenby-five shelf flls ip-
stalletions were sade which decressed floor spmee reguivesents 550 incressed £1ling capecity by ¥2%
and relemsnd for other uses ower 500 peces of $iling egelpumd.

2. Iv eollsboraticn wits (0B presenied three Subject~Piling Workshops to 130 Agency euployees, Tiesg
wam auphasised elislnation of unneeded records snd presepied the uniforn A@mw syeten for
adainigtrative rocords. Ingtalled 22 subject filing systess in varlous offices in the DS, DI, and
LDP arena.

3. Developed dleposition standewis for Ghw rebendion ard dispossl of intellipence collections
prodeced by soet weebers of the USIE Consodty. 28 8 resull, conbrols over the retention of lerge
geentities of intelligence :mieris) vers esteblished and CIA con now destroy the: on & schoduled basis.
Ovar 1000 feot of mecords were destroyes Lovediately.

h. Developed 145 nev forus, Loproved 206 exieting foras and mmde 171 Forss obsolele,

5. FRecoived 15,607 fecs of inmctive records ot the Geensds fender saking cuacistive receipts of over
103,000 feet or the equivalest of 12,875 four draver safes with & replacecent value of over five
#illion iz mundred thoassnd dollars.

6. Agency offices destroyed 21,803 Deet of records, s destvuction incrssse of 33 over the previcis
Flacal Yesr. Tals, plus the trunsfer of 2.5,60? foet of records to the hecords Cemter, resulted ln s
sigaificsat 1TH reduction in record holdings in Headquarters offices during ¥Y 1961,

T, Cospleded four 1 scale Records bemageuent projocts. Teo in the Office of decurity, ope in
CAS/DDP and ome in TED/DUP. Sowe of the bepefitm vere:

8. Reschodoaliog of BOD's for badee processing.

Be Btorimg of files in card cobinets rether than in elevator files as regoosiesd by the
Hedge Office.

¢» Deteblished a full~tise Records Officer position.

d.  Integreted overt and cowert £iles into one ssries.
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i Mewm sil combrolss SRoApt One, 00 CBESE prottElig WMP.gn W e

£, A conplete couprapnsiva tuvvey of oil recerds, lnelading Yitel vabesiads done

Saattkeshast the CA Sbel?.

e Cogplote physical lsvsctory of «1l records and developrent of records sustrol

srnediles, Tuis was the first tlae sueh & project over csdertelws in T80

Ubjestives Piscal Jear 1962 and 1963
1. Oveater dscectralimation o Aves Uscoeds Officers of focords Pmusgeaent £ b lons.

2. Presead Yerkehope W Mree focseds Offlosrs end othar Speney officinle w

8. Hondrds Center perdhicons
be Papse Liprowasad

2. Yital Feeords

g FPoodeds Dispoaltios

g« Plling

. il Meoageseat

3e  Coptinet 0 javedte e of specializec £1ling eguigeant mnd codeen illng sebaade W gelo
vabter vee of Dile seoe.

he Study sl sdopt, S practicsl, 8 sypten of slerefilaing CIA Pewssnond T

8.
aEarel «

Identify sowum with groptest pohosntisd for s.aapmmg in Pield of paperenvk cmnspsnt Ao

. Audit bhe Aves Feeords ‘Enageonsh PRNgIess.
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ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENGE X [ INFoRMATION SIGNATURE
Remarks:

Iz accordance with your reguest, there is
sttached 8 Statesent of Accogplishients of

the Records Samagesent Staff for Flscal Year 1X

mﬁaa%aﬁimot%.}eeﬁmp!%ml%’m' R
and 1963.

FOLD HERE TO RETURN TO SENDER

FROM: NAME, ADDRESS AND PHONE NO. DATE
FORM NO. 237 Replaces Form 30-4 (40)
| APR 55 which may be used. U. S. GOVERNMENT PRINTING OFFICE : 1955—0O-342531



